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GENERAL POLICY

1.1
It is the responsibility of all faculty, staff and students to recognize, reduce and ultimately eliminate waste.  School supplies, materials, equipment, food, heat, electricity and property must be controlled and properly managed.


1.2
Procedures to encourage proper usage include compliance with ordering schedules established by the business office, hoarding supplies is discouraged. If supplies are personally picked up by employees from vendors, the employee should immediately give the sales slip, bearing the purchase order number, to central receiving so the vendor can be paid promptly.
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